
Sapphire Discipline for Elementary Administrators 
June 27, 2012 

 
1. Log in to Sapphire http://k12.mtwp.net 
2. Go to Screens – Discipline – Student 

Discipline. 
3. Enter Student Name. 
4. Complete top of form – completing ALL 

parts – Date and Time (watch year), Student 
with IEP/Student, Owned By and Referred 
By, School, Location –ex. ‐On School 
Property, Referred Date. 

5. Enter an Infraction – for State Reportable MUST use PD or PDE codes. 
6. Enter an Action – complete all Action boxes. 



7. For ISS (14) or OSS (40) be sure to complete full information, all dates and 
DAYS. 

 
8. For State 

Reportable 
Infractions be 
sure to check 
REPORTABLE. 
And Double 
check Student 
with IEP and 
proper Codes. 

 
 

 
9. For Fighting and other events involving more than one 

student or a Victim be sure to use the Multiple Student 
Flag to add the Victim(s) and other student(s) involved. 
Then click on the student name to add the Infraction and Action 
to the subsequent students. 

 
 
http://mtsdadministrator.wikispaces.com  
 


